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1 BFEB 1955 ’
HiMDRANUUE FORy Chief, Manapement Staff
SUBS 20Ty Reorganisegion of “achine Hecords Division,
‘Z!E}.ﬁ- ihs CompiEnlders

1. This Staff hae reviewed the organization, functicms, and
staffing of the Hachine iecords I'ivision, ¢ffice of the Compiroller -
and propeses s reorganisation whiech will oreate & 'lanning Steff
a3 showm in Tebd A. This will btring together in one group planning
personnel formerly scattered throughout the operating dbrenches and
provide more effective utiliration of their planning skills. “hey
will conduct studies of ‘jency machine accounting and reporting
procedures and recommend inprovementes thersto; will amsist and ac-
vine Agenmy components on specific machine tshulating projects;
will oontimually exmmine and revisv the form and content of machine
reports and make recemmendations for the discontinuance, addition,
revision and/or consolidation of reports to meet the current nescds
of the Agenay.

2. 1 ehart of the organisatlion of the achine Mecords Tivision
is attached as 7sb 4 end statements of funetions are sttached as
Tab B,

3. The Assistant I'iregtor for Personnel has taken clessifice-
tion setion and his congurrence is shown in Tab C. The (ffice of
the Comptreliler hae slso coacurred as indleated in Tek £, The
Chief, Budzet Division states that funds are available in the
budget to cover the promotions involved (7Tad ).

. ¥o ineresse¢ ia celling is invelved in this proposal anc
there are no changes in funstions affecting components outside the
Office of the Compiroller.

5. Your approval is recommended,

25X1A9a
]

Assistant Managoment Cfficer
DD/8 Ares

2A0ABAE 0007 0005HSS 5.
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ATTACHMLNTS ¢
Teb A « Organisetion Chard
Tab B « Fynctions
Tah = Concurrence of Comp. % AL/Y
Tab 7. =« Concurreénce of Pudpet iv.

APPROVED: « This request is suthorized within the suthority and
responsibilities of the Chief, ‘anagerent 5taff,

Tato T 18 N

25X1A9a

Chief, ‘anegement Staff
LISTRIBUTION:

Grige & 1 = Office of ?&7ane1
2 = Comptroller
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Q¥FICE UF THE COMPTROLLER

HACHINE RSCORDS NIVISION

Vifice
of the
Chief

50  msa

Staft
Accounting Soecial Projects Supply Comtral
Braneh Branch Branch
Personnsl. Payroll
Braosh Branch
P Analysis | Fouchared
Reports and Comtrol Payroll
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cAs TNt OF VURCTIONS

HACHINE BaConbs DIVISIUH

initiates, develops, instells snd msintains oi¢ procedures snd teghnigues
for the organisation mnd operation of Fiscal and Tinance iscounting
Activities of the Dffice of the ~omptroller; Stoek Control and Finspeial
scsounting of Steck hAetivitles of the ‘ogisties (ffice; ¢tatisticeal »e—
porting and Personnel sgcounting Aetivities of the rersonnel ffice; and
for & veriety of reporting and operrting setivities as recuired Yy other
siements of the Agendy.

surveys, analyses, snd evaluates sxisting and proposed sccounting and
statistical systeme teo sscartain the fessivility of spplyimg vew methode
or refining or immroving thoss procecurse alresdy in operstion.

vaintsing liaisen with varicas Pranches and Pivisiens sné higher echelons
and makes reeommentations regarding present proescures or the srpliecstion
af propored programs to TAM methods.

Fatablishes and maintains, by reans of £3* punched card files, data to
weet ipenty reguiresents for ell types of sccounting and stavisticel
operating reports and documente,

istablishes, and maintains monetary and cuantity controls to insure the
sceuracy of Agesney ;ecounting and fupply reporting setivities.
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HTAT cHeNT OF FUNCTIONS
HACHINE nuCURLIE UIVIBICH
PLANNING 5 TAFP

Conducta studies, eithor separstely or in conjunetlion with Mansgement
5 taff or Tachnicsl Accounting o teff, to enalysu and lmprove Agency re-
porting snd eperating precedurss.

Advigpes olaments of the igendy requiring masshine tabulating services,
Inttistes, prepares end dlsseminates ingtructions and uniform procedures
for the organisation and operetion of machine records activities to meet
the requiresinte of those olements.

Exomines and reviews the form, content and procedures of machine report-
ing systems dontisucusly and makes recompendations bwsed on studice and
investigations for the discomtinuance, sddition and revizion of reporte
s neet the eurrent nesds of the !gency.

Cenfers and maintains lizizon with Steff officers of other [ivisions and
performed Yy the Division.

pets as speofal techniocsl advisor to the Chief of the ‘ivisien,

Nesigns necessary forms, devisss codes, and develops genersl procedurss,
fnalyses Agemoy repulations for poliey detorminations which may «ffest
enrrent methods of mechanical operations and {ypes of informetion fur-
nisthwd to any slement serviced by the "ivision; or which indlcete that

new procedures which will be requirsd to effest policy desisions which
senld be more coonomicslly sccomplished %y mechanical methods in lieuw

of maneal prosedures.

P80-01240A000100070005-0
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LTAT MENT OF FUNCTICHE
MACMIN: # U MIS LIVIBIUR

Ghrl PUNCR BRABCH

1. Transcribes snd machine verifies dats from s variety of ceded and un=
coded souree documents imto punshed card fora through the use of the U2L
TEM ecard puneh anc 05€ I®¥ verifying amchines.

2. tnalysce and exsmines widely diversified documents to determine: ecodirg

errorsy legidility; classificstion) trauscriptive informstlenm; alpha-
betisal abbreviations; and the combining and splitting of rume.
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STATLNENT OF PUNCTIONS
MACHINE HECONLE DIVISION
ACCOUNTING BRANCH

Initdates, preperes and distridutes finsnelal reports govering ths ac-
quisition, distridution, expenditures, obligations, disbursesents, cel-
lsctions, oash advances, trapefers sand deposite of unvouchersd funds
for the Pinmmce I'ivision, "ffice of Comptreller.

Estedblishes and maintaing, by mesns of punghed card filss, eontrol dets
for the varieus Ceneral lLedger accountsj and is r&maihie for the gor-
rect detail slassificastion of funds Yy socount, alloteent, ets. and the
over-all socurssy of both interinm reporie snd other reports and siatements
in final fors prepared ty the branch.

Advises the Finanee !ivisicon in the establishment of proecssing schedules
end job priocritier to mest reporting desdlines.

“aintaing ligisen with verious Branch heads and other officlals of the
Pinmnce Divigion an mettars pertaining to reporting rsgulrements and
changes, progsdursl revisions, source document diserepsncles, codes etc.

Teveleops snd preparss detsil rachine operaling proceduree for naw pro-
Jecte; makes necessary changet snd improvements Lo existing procedurss,

Installs sdeguate tests end gontrols to insurs scourate performance of
nashines and related equipmernt.

vaimtains work schedules refleeting progress of reports within the Pranch.
Trains persomnel in wiring ssc operation of equipment, all phases of

eparations within the hrunch, snd relationship of the Branek te other
funetions with the ivislon ard igeney.

Approved For Release 2001/03lﬁsfceﬁ:RDP80-01240A000100070005-0
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HTATLHENT OF PUNCTIUNS
HACHIN: rpCORLS LIVISION

SUIPLY CORTnGL BHAKCH

Tnitistes, prepares and distributes quantitative snc menetary stock re-
ports severing purchase orders, receipts, reculsitions, lssues, stock
levels, price ond inventory edjustments, balances of property items on
hend, in uss, in transit, on losn, snd forsseats of grose requiremente
for the Supply Division, Logistics (ffice; Finanee Iivieion, nftice of
Comptroller; Audit office; and IDF.

£stablishes ancd maintains, ty mesns of punched card files, centrol date
for various stogk records; is antirely responsinvle for determining by
nethanisal methods the monetary valus of prosz requirements and lire
ftems in stogk at domestic depots, in use, and in transit) and is respon-~
sidle for ths ovsr-all sccuridy of all reports prepared by the btranch,

Msintains, by punched csrd methods, deseriptive stock nomenelaturs fllse
fer Feasdquarters and Cyerssas use,

sdvises the Supply Divielon and the Finsnce Diviaion in the estatlishment
of processing sshedules snd job pricrities to meet reporting desclines.

¥aintains lieison with various branch heads and other officlisls of the
Supply Divisicn, Pinance Tivieion, and Audlt Office on metters pertaining
to reparting requirezente and chenges, procedural revisions, source
document disgrepancies, codes, ste.

Develops and prepares detsil mechine operating procedures for new pro-
jecta; makes necessary chenges and improvemente to existing procedures.

Installs adeguats toste and gontrols to insure securate performance of
sachines and releted equipment.

E¥ainteins work schedules refleeting progress of reports within the Branch,
Trains persornel in whving end eperation of squipment, all phassz of

opernitons vithin tha Pranch, and relationship of the Franch to other
funstions within the Divielon and Agenoy.
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STATAK.NT OF FPUNCTIONS
MACKING KZCORDS DIVISION
SPLCIAL FROJECTS BRAKGH

1. Inttietes, prepsres and distridutes a large veriety of reports snd records
covering Printing and Rqproduction production and costs, security clsar-
snoss, sewurity badges, persennel losater infermstion, group hospitali-
sation, sever, R.I. case titles, I, ... persongel, and orientation.

2. istsblishes end meinteins Yy manual methods and by means of punch card
files, rescrds snd control data for various sccounmting and statistical
sativities, and is responeible for the sccursey of these records snd
contrels and for the over-all sccuracy of sll reports and reeords pre-
pared ¥y the branch.

3. Advises “rinting and heproduction U'ivision, lLegisties (ffloe) ' (., Divi~
sion and [iadson Staff, F.:. ‘ivision; é;mpioyw Services T'ivision, ‘er-
somnel (ffice; Spevial Seourity iivision and Physical Security _ivision,
Besurity 0fficey and Urientation and Friefing Uivislen, Cffice of “rein-
ing in the estadblimbrent of processing schedules and job pricrities to
mest reportisg deadlines.

4., “ainteine lisison with verious branch heads sud other officials of the
Agenoy on matters pertaining to reportimg requirements and changes, pro-
ssdural revigions, source dotument discrepancies, codes, ete.

5. Tevelops and prepares detell mechine operating procecurzs for new pro-
jeete; makss negessary ahanges and improvements to axisting procedures,

6, Installs adecuste tests and controls te ineure accurste perforwance of
mashines and related squipment.

7. wmgintains work schedules reflecting progress of reports within the Branch,
8. Trsins perponnel in wiring smc operation of equipment, ail phases of

eperations within the ¥ranch, and relationsbip of the Eranch to other
funetions within the Division and Agency.

r
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TTATEMENT OF FURCTION
MACHELH. 2COnDS LIVIBION

VoSO NNLL BRAKCE

Initistes, prepares snd distributes persornel accounting reporty cover-
ing psrsonnel scoeesions, separstions, trsnsfers, promotions, carcer
service, employse cuslifiestions, staff spepts, consultants, seeurliy,
militery personnsl, drefi deferments, applicant qualifieastiocns, wibles
of organisstien, and pesitlon control.

isteblishes and maintsine, Yy msnual methods and by means of pumched eard
files, esontrol dsta for various types of perscnnel sscounting reporLs
snd is responsidle for ithe aceuragy of thess controle, the corrvect detall
sccounting for psrsonnel Yy types of sctions, snd the over-sll accurasy
of sll reporte prepersd ty the braneh.

svaluates sll of & wide varisty of insoming personnel source decurcnts.
Tebtepmines snt applies nmumerous codeS nNECeSSATY for the vroduetion of a
varisty of persommel reperts Yy mechanical methods.

tévises the “ersonnsl (ffice in the sstadlishaent of preceesing schedules
snd job priorities to meet reporting desdlines.

Hainteins lisison with varicus branch heads snd other officisls of the
verssnnel Cffice on matters pertaining %o reporting recuirements and
shanges, pregsedural revisions, source document diserepancies, coces, etc.

Tevelops snd prepares delall machine opsrating procedures for nev projecis;
asltes MICESSETy changes and improvements to sxisting proceduras.

Installs adequate tests anc gontrols to insure securats performance of
machines and related equipment.

Maintains work schedules reflecting progress of reporte within the Braneh.
Trains persosnsl in wiring asd speration of ecuipment, all phases of

sperations ¥ithin the Brench, snd relationship of the Pranch %o other
funetions of the Division and ‘gendy.
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MATENRT OF FURCYION
MACHINE RECORIS LIVIBION
PAY BOLL BRANCE

Indtistes, preparee and dletridbutes time and sttendance reports anc pay-
roll 2 potices, salary sheaks, statements of earnings snd dedve-
tions, withhelding tax statements, and mumerous payroll ascounting re-
ports and regords covering piyrell distridution, budget analysis, retire-
mend, nisgellansous payroll deductions, individual esrnings records,
rostars, o%¢, for employees snd agents pald from both vouchered and un-
voudhered funds,

Establishes and meinteins, Ly mesns of punched eard files, control dats
for variouws payroll and related data, snd i responsidle for the acouracy
of these gontrols, the bBalaneing of current files to controls estsblished
?ﬁéﬁ the branch, and the over-all scouragy of all reports prepared

¢ beanch.

idvises the Fayroll Branches, Fiscal and Ficance Mivisions, in the estab-
lishment of processing sohedules and job prioritien to meet reporting
desadlines,

Nadntains lisisen with wariows drench heads and other officials of the
Fiseal and Finspce Diviasions, on matters pertainming to reporting re-
quirenmts and changes, prooedural revisions, source document discre-~
pancles, codes, cte.

Develops and preperes detalil mschine operating procedurss for new pro-
Sects; makes negessary changer and improvementes Lo existing procedures.

Installs adeguete tests pnd gontrols to insure ascurste performance of
asehines and rolated ecuipment.

¥aintaine work gchedules reflecting progrese of reports within the branch.
Troins pereonnel in wiring sad operstion of equipment, all phaser of

operetions within the branch, mnd relationship of the Pranch to cther
functions within the Tivigion and *peney.
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STANDARD FORM NO. 64

TO

FROM

SUBJECT:

STATINTL
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Office

CIMOVAZNANUII2 » UNITED STATES GOVERNMENT
Chief, Management Staff DATE: 1l Feb, 1955
Chief, Budget [ivision

Proposed T/O for Machine Records Division

1. Reference is made to memorandum of 1 February 1955 to Chief,
Management Staff from Assistant Director for Personnel, subject:
"Orpanizational Study and Proposed Reclassifications = Machine
itecords Tivision.®

2. L review of the proposed T/0 indicates the following reclassi-
fications and upgradings approved by the Assistant Director for
Personnel

Current Proposed # Increase or Lowngradings

Grade /0 /0 - Decrease  Per Annum Cost or Upgradings
GS-13
12
11
9
7
5
L

3., If the above proposal is approved hy the Deputy Tirector (Support)
funds to cover the above promotions are aveilable in the current allot~
ment of the Machine Records Division.

Approved For Release 2001/0250eRETR-RDP30-01240A000100070005-0
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STANDARD FORM NO.64 .

TO

FROM

SUBJECT:

oved For Release 2001/03ée=B¥DP50- 01240A0001‘Q0w
CINOVaANAUNE » UNITED STATES GOVERNMENT

Comptroller DATE: { 8 FEB 1955
Asst. Management Officer, DD/S Area

Reorganization of Machine #ecords Division, Office of the Comptroller

1. The above reorganization has been authorized by the Chief,

Management Steff and forwarded to the Office of Personnel for the

necessary T/C changes.
i 25X1A9a
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